
State of California DEPARTMENT OF WATER RESOURCES The Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 

DWR 525 (Rev. 6/04) Page 1 of 2 



JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 

DWR 525 (Rev. 6/04) Page 2 of 2 
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	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Patricia Cornelius 
	SUPERVISOR'S CLASS: Supervisor of Technical Publications
	personnel analyst: SS 
	personnel date: 01/31/2012
	PERCENT OF TIME: 25%25%
	activity: POSITION SUMMARYUnder the direction of the Supervisor of Technical Publications and in collaboration with technical staff, the Research Writer performs research, analysis, and evaluation; makes accurate and appropriate presentation of information pertaining to water-related studies and research projects for various Department programs as required to meet Department needs.ESSENTIAL FUNCTIONSThis position requires that the incumbent work cooperatively technical staff from many disciplines. Carry out duties related to Department studies and publication of results.  Ensure the integrity of reported results of research projects.  Requires broad knowledge and understanding of subject matter relevant to assigned programs and awareness of water issues affecting programs and projects.  The employee must maintain consistent and regular attendance; possess strong research, organization, project management, analytical, and communication skills.  The specific essential duties are:In coordination with program staff, plan, schedule and conduct research using surveys, interviews, literature searches, and other methods to assist technical staff in performing and publishing Department studies.  Conduct document searches on policies, procedures, rules, regulations, and water issues.  Develop and update research reference databases for programs using Endnote or Web interface.  Create reference manuals.  Analyze data and summarize findings for distribution in various media, including the Web, reports, journals, newsletters, facts sheets, brochures, posters, or other materials related to the Department of Water Resources (DWR) programs.  Provide background information to technical staff and management.Advise and collaborate with technical staff on preparation of reports or guidebooks and development of informational materials summarizing research and findings for briefings, meetings, workshops, conferences, and publications.  Prepare maps, presentation materials, speeches, and other informational materials.  Use Excel, Access, SigmaPlot, Word, Acrobat, Dreamweaver, 
	classification: Research Writer
	appointee: Vacant
	dwr position number: 1802-5617-005
	sap personnel no: 
	sap position number: 50004957
	division: SIWM/Technical Publications & Comm. Media
	mcr: 1
	percent 2: 25%15%5%5%
	activity2: Illustrator, Freehand, PageMaker, FrameMaker, Photoshop, Endnote, or other software to convey quantitative and qualitative information clearly, accurately, and effectively, both in visual and written form.  Ensure that data is displayed appropriately and analyses are founded.  Coordinate with other technical staff to design or revise tables, charts, maps, diagrams, and other technical graphics for consistent and valid expression data.   Coordinate peer review by using specific, consistent procedures to ensure an appropriate level of review and comments.Review Department research reports developed and written by others without the Research Writer’s assistance. Consult with technical staff, ensure that research is adequately documented and is presented in a well-reasoned, well-organized, and clear manner based on audience needs.  Evaluate material for soundness of logic, factual correctness, and completeness.  Work with primary authors to resolve problems of tone, ambiguity, and grammatical expression.Prepare reports and other materials for publication.  Work with printers, service bureaus, CD publishers, graphic artists, and other publishing professionals to ensure timely and cost-effective delivery of products.  Work with technical staff to obtain approvals, purchase orders, and specifications related to publication of research.  Assist technical and administrative staff with determining the best ways to distribute publications based on cost-effectiveness, audience needs, timeliness, environmental justice concerns, Library Distribution Act requirements, American Disability Act requirements, use, search ability and formats such as print/CD, mailing/Web/e-mail, and recommended types of electronic file formats used.  This may require driving on public roadways.Conduct audience analysis to determine optimum publication format and delivery mechanism.  Disseminate research findings and documentation to DWR staff, other agencies, and the public based on primary audience, use of information, distribution needs, and budget constraints.  Advise management and staff on communication issues relating to Department studies or research projects.  Serve as subject-matter expert in techniques of effective communication.Respond to routine requests from the public for information on DWR activities.SPECIAL REQUIREMENTSMust possess a valid California Driver's License.
	supervisor name: Patricia Cornelius  
	employee name: 


